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i FOR AGENCY USE 1. Agency Address . , ! U l;c;a RECORDS ! MANAGEMENT USE
. Apotication Date ‘ ~ Georgia Ports Authority ' Application Number
l P,,;_Q,l3 718 Finance Division : 78— 2..'"‘7 __
Appiication Nurmber o ggigng‘;:' Cgegg‘x'l 242? 40 2 ’ ' Dataiﬂgc;wed#ﬂ o 75_51;Co_rr;§|;t—ed T
- _ﬁ,?_’f,g o T _gj___w*‘ B OCT 271978 | NOV 28 1978
, 2 Person to Contact T Workmg Tlile " - Teleﬁﬁc;ne Number; ]
John Rowiand o ~__Accounting Manager 964-1721, 264
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OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
__RECORDS MANAGEMEN‘T DIVISION

IN‘STRUCTIONS See Publication No 76—°M-— for mstructlons on completmg this form. _Forward stgrfe.d ongmal to
) Department of Archives and History, Records ,Management Division, 330 Capitol Averfue Atlanta, Georgia, 30334,
' Attentlon Schedullng Sect!on. : ' .

APPLICATION FOR RECORDS RETENTION SCHEDULE
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3. Action Requested t
3. X Estaousn Retention Schedule; record will continue to accumulate.
b. CJ Dispose of present accumulation; no further accumulation anticipated.

_¢. - Amend ApplicationNo, . _ ., Check One: T[] Change; [ Supercede; O Void
{4, Datas of Series 5. Remrds Senes Title (followed by title used in offrce if different)
Earlisst  Latest Compuirer

1974 | To Date Accounts Receivable APrintout Fues
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rﬁ Dms:on and Gifice Function Whaf té the functron of the Dw:s‘u)n and the Office in which this record series is created?

| The Director of Finance is responsible for the accounts of the Authority and establishes

| and maintains account1ng methods and procedures for the Authority. He approves all expenses
. for the Directors' meetings; is responsible for the auditing and accounting provisions of
all contracts, leases and agreements of the Authority; provides protection of the assets
with adequate internal control procedures and assures proper insurance coverages for the
Authority's properties; and coordinates the preparation of the annual budget with the
various divisions. Under his supervision, monthly financial reports are published

and related financial and cost data records are prepared and distributed. The purchasing
function is also a part of his responsibility as well as the maintenance of all contracts,
leases and agreements of the Authority.
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7. Flecord Senes Des-:-nptuon This file contams the fonowmg documents (mclude form numbers and t:tles if any): }
Attach samples of the file.
Documents relating to: Application to daily cash receipts and customer accounts.
Included are: Payment Edit Register, Proof Report, Payment Application Register,

Sales Journal Proof Report, Reimbursements, Adjustment Reg1ster,
Total Monies Deposited.

File is arranged: Numerically and chronologically.

“8. Monthly Reference Rate  How often are records referred to which are: T _“6-_““% T
One to six months old _,_‘.1, Sy : Seven to twelve months old ___~ 8 w—.; Thirteen to twenty-four monthsold .= — ...,
twenty-five months and older___ = “m?
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9. Annual Rate of Accumulation of Renords 4 -

Letter-size drawers ooy Leyal-size drawers " . __; Shelves e Other (specify) e s
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YES NO_ 10 Quenlonnalre (Ptace an ”X" m the_p__per columr:)iz— i ) ] e __“___:__J#W _i:“ E::?‘_.:‘
B a. ls this the official copy of the series? -
X ___If not, where is it? e , - e e ]
X b. Does the series contain !:onfndentlal mformatnon requurmg secunw handllng? If yes, cite law or regqlatnon
([ X7 e s thisa vital recoFd?'__::fT’T "'“. e '__i_i;f_; T
__DLXA q_pgg this series have historical or Iong term research value'-‘ e B ' I
2. When one or two documents in the file make it necessarv to keep the entire fule for a |ong penod could these
| X | documents be scheduled separatelv? . S e -
. Xt _Is the information contained in this series ever pubhshed? 1f ves, attach_cony, — ]
L |0 0 e e e BT RV RS SRR E PSR R 5?'*"‘"‘5”.51? f‘i‘,’f’”’w_
h. Is there a duplication of this series in your office, or in another office or agency?
X If ves. where? L o e
| I X _i. . )s this series {or a malo;portmn ofitl reqularlv microfitmed?
X | | i. Does the record series result in a comouter printout? _ _ e
11. Retention Requiremants T The foltowing requires the series to be kept
a. State Law — e . Y@aTS, d. Audit period e .. __Years.
b, Swatute of limitation . ____ . .. __years. 8. Administrative need — s vears
c. Federal law —— e —e .. YRETS, f. Federal retention instructions .. .. __years.

Attach copy or excerpt of laws or regulations. Explair_\ administrative need.
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[12. Aooroved Dnsposit:on Instruct:ons This agency recommends that the file series be cut otf at the end of each:
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0 Calendar Year; O Fiscal vear; & Other __q_l;'a_g"er __w_ e e then,
& Hold in the current filesarea . . __.month{s) ____ . year(s);then until audits by state and commerical
® Trarsfer to local holding area, hold 1.3imyearls) then _ audi_‘tors_arg c‘-’ﬂ\?h*ﬂd‘, Ihen
O Transfer to State Records Center: hold .. ____ __year{s); then ”

& Destroy.
3 Transfer to State Archives for permanent retention.
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These instructions apply to all prior and future accumulations of the series, ) i
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